/one Administrators

Online Project Management and Reporfing System

lllinois Department of Revenue




/one Administrator Online System

» Allows you to create an account for tracking projects and certificates
within your zone

» [Easy creation of projects and management of Building Materials Exemption
Certificates (BMEC)

» Complete your required reporting online

» NEW! Close your completed projects to comply with statutory reporting
requirements




Update Your Information

M llinois
= You can edif any ,%\"CGS Building Materials Exemption Certificates

fle | dS Th OT CO n TO I n O /A Info: New! Zone Administrators and contacts for High Impact Businesses can edit projects, and
Q close completed projects, through this online system.
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Project name Rows

| Click the project name to apply for exemption certificates, edit project information, or close a project.

Name Address City Visibility
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Create a New Project

Projects [Add project ]

| « <z © v ¢

Project name Rows

» Click on the “Add Project”
hyperlink

» Al information on this screen is
required

= New: Project estimates are
now required

» Dafte field format: xx/xx/xxxx

» [or accurate reporting, the
business FEIN and a contact
email are critical

» When all fields are complete,
click *Accept”

llinois,
,ﬁﬂ‘"ces Building Materials Exemption Certificates

/A Info: New! As of 01/01/2017, Zone Administrators are now required to provide additional information
when creating, editing or closing a project.

Edit Project Information

Zone

Bureau/Putnam County

Mame

Business

|ABC COMPAN

Legsl business name

[101 W Jefferson |Springfield L v| [e2102
City

Mailing address State Zip

[ | ERERRER]
FEIN Unemployment insurance number (UIN)

JOHN.SMITH@ILLINOIS. GOV

Email

Project

|The New West Wing

Praject name

|1000 W. Jefferson |Springfield |62702
city i

Project address ar location (no P.O. boxas) Zip

[o1i0172016 E ?

Building permit issue date FTE covered employees at project intistion

Project Estimates

Estimated project completion date

I
[ 100000
[ smw
[ 10

Help
Contacts

Estimated building materals cost

Estimated labor cost

=3 =3 -3 )

Estimated FTE covered employees at project conclusion




Project Information

Nama

Project Created ...

Business
. ABC COMPANY
- Y p J _I_ h b Legsal business name
OUr rO ec GS een 101 W JEFFERSON SPRINGFIELD IL 62702
'I' d Mailing address City State ip
CreG e 11-1111111 1111111
FEIN Unemployment insurance number (UIM)

» The ye”OW fle|dS hO\/e JOHN SMITH@ILLINOIS GOV
turned grey = Project

‘} THE NEW WEST WING

Project name
=» Note: YOU Cdn UdeTe 1000 W. JEFFERSON SPRINGFIELD 62102
Project address or location (no P.O. boxes) City fip

or edit certain fields of —p i e

your Open prOjeCTS by Project Estimates

C“Cking On The b'Ue Estimated project completion date 10312018
hyperlin |< in -I-he fie | d Estimated building materials cost OGO

Estimated labor cost 50.000.00

Estimated FTE covered employees at project conclusion 10

» N OW yo U C G n iSS U e Certificates - Apply for certificate
certificates for the | H 7] Pesoa s Netmds

Applicant name Rows

.
p rOJ e C 1- Certificate ID Applicant name Applicant ID Expiration date  Status

No certificates available

Hel




Close a Project

» New feature to the online system

» Note: You can close existing projects, but you will
be required to provide:

» Bysiness Information
= Building permit issue date

» FTE covered employees at the project initiation

» Fstimate information

» Actual information

®» Once the project is closed, it cannot be reopened

*You are not required to close projects older than 1/1/16




Close a Previously Created Project

» On the project screen the
fields under the “Business”
section and “Project
Estimates” are not
completed

®» This information was not
required when you created
the project

» Click on the “Close” button

Close Previous m

Project Information

Zone

Blocmington/Nermal/Me Lean County
Name

Business
p—

NIA
Legal business

NIA NiA
Mailing address City
A A
FEIN Unemployment (!
NIA
Email
Project
l ATMENTS
aaaaaaa me
BLOOMINGTON
Project ion (no ) City
NiA 0
Buildin mi FTE

Project Estimates

Estimated project completion date

Estimated building materials cost

Estimated labor cost

Estimated FTE covered employeses at project conclusion

Certificates - Apply for certificate

I
Applic

icant name

Search 0 v
Rows

R
=
=

=]
o

NIA

= =
= = =

| Click the

certificate ID to view or download a PDF version of the certificate.




Close a Previously Created Project

Close Project

Estimated project

Estimated buildin

Actual building m:

completion date

lllllllllllll

aterials cost

11111
zZip

Per statutory requirements for
reporting, you must complete
all of the yellow colored fields
on this screen

Once all fields are complete,
click “Subbmit”

Remember: once you submit
and close this project, it cannot
be reopened

All certificates issued under this
project will be ceased



Closing Projects Going Forward

Close Project

» Click on the “Close” J—
b U 'I"I'O n Business

Legal business name

» O n 'I' h e C | OS e P rOj e C‘I‘ B [SPRINGHELD [ lﬁm—

11-1111111 EEEEREE]

screen you'll notice that B

[JOHN.SMITH@ILLINOIS.GOV

Email

you only need to

THE NEW WEST WING

complete the “Project

1000 W. JEFFERSON SPRINGFIELD 62702

Project address or location (no P.0. boxes) City Zip

1 M
( : U G I e S 01/01/2016 5 2
Building permit issue date FTE coverad employees at project initiation

Project Estimates

» T h e O'I' h e r fi e | d S We re Estimated project complefion date % UM

Estimated building materials cost 7 100,000.00
com pIeTed when you :
y Estimated FTE covered employees at project conclusion 7 10

created the project R

Actual project completion date

Actual building materials cost

» Click “Submit”

Actual FTE covered employees at project conclusion

@ Click "Submit” to file your report.

‘Waming! By clicking the "Submit” butten, you are permanently closing this project and will not be able to make any further edits to
any field.

Hel
b




Project is Closed

» All of the fields are
now grey

There are no blue
nyperlinks

®» [nformation cannot
0e changed

Project Information

Zone

Bureau/Putnam County

Mame

Business

ABC COMPANY

Legsal business nams

101 W JEFFERSON SPRINGFIELD
Mailing address City

11-1111111 111111

FEIN Unemployment insurance number (UIN)

JOHN.SMITH@ILLINOIS.GOV

Email

Project

THE NEW WEST WING

Project name

1000 W. JEFFERSON SPRINGFIELD

Project address or location (no P.O. boxes) City

01/01/2016 5

Building permit issue date FTE covered employees at project initiation

Project Estimates

Estimated project completion date

Estimated building materials cost

Estimated labor cost

Estimated FTE covered employees at project conclusion
Project Actual

Actual project completion date

Actual building materials cost

Actual laber cost

Actual FTE covered employees at project conclusion

IL 62702
State ip
62702
Zip
10/31/2018
100,000.00
50,000.00
10
02/08/2017
110.000.00
80,000.00
15



Closed Projects

Certificates

| «-&ze [

Applicant name Rows

Click the certificate |D to view or download a PDF version of the certificate.

Certificate 1D Applicant name Applicant ID Expiration date  Status

12

el
N

» Once the project is closed, the certificate
information will “grey” out

» You can still view the certificate by clicking on
the “Certificate ID"” hyperlink, but it cannot be
changed



Viewing Closed Projects

» Closed projects are hidden from your main screen
» [0 see closed projects, check the "Show Hidden"” box

» Under the visibility column, closed projects have the word
“SHOW”"

= You can click on I
the project name

Zone Information

_I_ O N/A JOHN SMITH

o see the project sos -
JOHN SMITH@ILLINOIS GOV 217-555-5555

L4 f T' | T ’T Emgd  Phonenumber

I I I O rI I . O I O I . ’ U I 101 W JEFFERSON SPRINGFIELD IL 62702
Mailing address City State Zip

COnnOT be Projects - Add project
Chcnged IPrajenname RE'DE v Previous results ext results

| Click the project name to apply for exemption certificates, edit preject information, or clese a project.

Name Address City Visibility

THE NEW WEST WING 1000 W. JEFFERSON SPRINGFIELD SHOW

180 MNBRTH ATH STOFFT PRINCFTMNM



